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Introduction

The following is a story board of a tutorial depicting the steps and
screen selections required to perform various message related
functions using the Office 365 Outlook Web Access (OWA)
application.

What is covered in ‘People Tab - Overview’ tutorial is a high level
review of:

* Sign on

* High level overview

* Working with Contacts Folders

* Working with the Contacts List

* Sign out

As the tutorials are designed to be viewed in a reasonable amount of
time each one covers specific activities. Other commonly used
capabilities will be the subjects of other tutorials.
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0365 — OWA Desktop - Sign in Screen
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0365 — OWA Internet - Sign in Screen
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0365 — OWA Sign in progress screen
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When a staff person signs on they are presented the Outlook Tab.
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People Tab — High Level Overview
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People Tab — Contacts Folders — My Contacts
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People Tab — Contacts Folders — All Rooms
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People Tab — Contacts Folders — All Users
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People Tab — Contacts Folders — All Groups
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People Tab — Contacts Folders — All Contacts
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People Tab — Contacts Folders — Offline Global Address List
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People Tab — Contacts List — Contact View — ‘all’
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People Tab — Contacts List — Contact View — ‘people’
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People Tab — Contacts List — Contact View — ‘groups’
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People Tab — Contacts List — Sort order — Select View
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People Tab — Contacts List — Sort order — View Options
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OWA Overview — Sign off
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0365 — OWA Sign Off - Internet
'[ﬁ‘ Sign in to Office 365 x LY =
&« c \ﬁ Mlcrosoft Corporatlon [US]‘https Jlogin. mlcrosoftonhne com;/ qum srfPwa=wsignir 1.08rPsh 1394¢

% Apps % Welcome tothe Montg... o, SiriuskM Internet Radi.. || CMS Content Manager g Google a4 Google Analytics OFfici... @ ABCMews,com - Breaki... CBS News - Breaking ... » (] Other bookmarks

[ Office 365

Sign in with your organizational account

Connect ol " 4 ¢ 3 il }someone@e‘-ample com

Password

I Keep me signed in

Can't access your account?

- Organizational accounts that work here can be used anywhere
ﬂ you see this icon, @ 2014 Microsoft Legal Privacy Feedback

22
Ithtartl g & @ [T_J o] [~ (W ) © J | € Signin to Office 365 - ... |P|Presentationt - Microsof ... | |seachDesktop 2 [£20 @ACCINED B4 s:45am




End of

People Tab — Overview



